ENVIRONMENTAL PROTECTION AGENCY

Recommendation for Incentive Award

Instructions:

1. Awards should be based on EPA policy for award types, amounts and approval level (signature) requirements. For additional
information on approval level requirements for awards, refer to the EPA Delegations Manual.

2. For detailed information on awards, review the EPA Recognition Policy and Procedures Manual.

3. Complete this form for all Individual Cash Awards (award amount less than $5000 and FY cunmulative is less than $5000), On-the-
Spot Awards (FY cumulative is less than $5000) and Time-Off Awards.

4. Attach the completed form to the electronic Request for Award. **For Use with FPPS Only — Do Not Send Hardcopy to SPO**

5. Provide a copy of the completed form to the employee when the electronic award has been processed.

Employee Name: Karen ReSthn Employee ID #: _

Chief, Multimedia Communications Section
Position Title (optional): PP-Series-Grade (optional):

Region 5 Office of External Communications
Organization (optional):

Type of Award: On-the-Spot Award (Individual Cash Award (Non-Rating Based) Group Cash Award
O Individual Cash Award (Non-Rating Based) Group Time Off Award
Time Off Award

$2,475.00
Total Amount of Award (S): AND/OR Total Number of Hours:
Type of Benefits on which the award is based (Cash awards only):  Tangible Benefit Intangible Benefit U
Value of Benefit: Moderate Substantial U High Exceptional
Extent of Contribution: Limited Extended U Broad General

Narrative Justification for Award:

First-line supervisor is often described as one of the most difficult jobs at EPA. As a new supervisor, Karen has been faced by many
challenges, and through perseverance and good instincts has more than met them all. A couple highlights:

« Videographer hire — In 2016, the videographer on Karen’s staff announced he was leaving to take a job with another federal agency.
Unfortunately, we had only a few weeks to try to fill the position before a hiring freeze was due to take effect. Normally from start to finish a
recruitment could take months, but Karen went ahead and consulted with the Region’s human capital officer to see if there was any hope.
She learned about a streamlined, noncompetitive way to fill the position. With just a couple weeks to go, there wouldn’t be much time to
complete all the paperwork and interview candidates, but Karen kept at it and worked closely with the shared service center to get
everything done in time. It was a nail-biter, but the pay period before the hiring freeze began, the Region’s new videographer came on
board. In his short tenure with EPA, the videographer has produced a number of useful videos for internal and external audiences.

« New PD for administrative program assistant — the APA in Karen’s section had been working under a PD that hadn’t been updated in
years and bore little resemblance to the actual duties. Over a period of several weeks, Karen worked with the employee, the Region 5 HR
office and the shared service center to update the PD into an accurate reflection of the employee’s work. Probably, the PD could have gone
unchanged for years more, but Karen tackled it as an opportunity learn more about position classification and to engage the employee on
what the job function should be.

Karen's work to address these and other HR matters in her section has been of high value and broad scope.

As the Authorizing Official | certify with electronic signature (in FPPS) that all necessary concurrences have been gained for approval of this award in addition to
verification that the award amount is not $5000 or greater and that the FY cumulative award amount(s) for this employee is not $5000 or greater.
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